RD I nstruction 2048-G

PART 2048 - PCSI TI ON CLASSI FI CATI ON
Subpart G - Position Review and Reporting Requirenents
§2048. 301 Ceneral

Thi s subpart describes the procedures to be used in the Annua
Ol assification Mintenance Revi ew Program of position descriptions.

82048. 302 Revi ew procedures.

(a) Position description review

(1) The supervisor is responsible for the review of position
descriptions for every permanent position under his or her
jurisdiction. Positions are to be reviewed as to the currency and
accuracy of the position description and proper title. This should
be made part of the annual performance review Positions are to be
given a classification review at | east once during a four-year
cycl e.

(2) The supervisor of a vacant position will certify the accuracy
of the position when the request is nade for the position to be
filled. |If recertification is necessary, it is to be nmade on Form
AD- 332, "Position Description Cover Sheet," and submtted with
Standard Form 52, "Request for Personnel Action."”

(b) Certification follow up.

(1) If a position description is reported as inaccurate, the

Admi ni strative Oficer (AO or the Personnel Minagenent Speciali st
(PVB) will start a followup review Information for the foll ow up
revi ew can be obtained fromthe supervisor, by a classification

mai nt enance review, or from enpl oyee or supervisory witten
statenments of present duties assignnents.
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(2) The AOor PMs will start any necessary corrective
classification action within 30 days of the followup review Al
guestions on standard position descriptions and special problens are
to be sent to the National Ofice.

82048. 303 Audit procedures.

The AO or PM5 is responsible for assuring that the annual classification
audit programis conducted. Audits can be perforned as desk audits, telephone
audits, or docunent audits. A conbination of these nethods should be used,
however, it is recommended that at |east one half of the audits conducted each
year be perfornmed as desk audits.

(a) Annual classification review. The AO or PMS responsible for annua
classification audits will make them during the reporting period which
ends June 30 of each year. An audit of ten percent of the permanent
nonst andard positions in each enploynent jurisdiction nmust be rmade every
year. The National Ofice is responsible for the accuracy of al
standard jobs in the State, District, County, or National Ofice. The
Finance Ofice is responsible for the accuracy of all standard jobs
under their jurisdiction

(b) dassification evaluation report.

(1) A position evaluation report is prepared by the AO or PM5 upon
conpl etion of the mmintenance review. FormAD-332 is to be

conpl eted for each position evaluation. The nmethod used to conplete
the audit nust be indicated in item22, Part C of Form AD 332.

(2) Use RD Instruction 2048-C, 8§2048.103 for conpleting actions of
mai nt enance revi ew reconmendations for classification or position
description changes for nonstandard positions. |If a change in a
standard position description is needed and applies to all standard
positions with the sane "SJ" nunber, send recommendation to the
National Ofice, Personnel Division, Attention: Personnel Prograns
and Eval uation Branch in the formof a nmenorandum
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(3) A copy of the evaluation nust be kept with the position
description. Al reports for the current fiscal year are to be
filed together in a folder. Evaluations reports for all past
reporting periods can be put into another folder by position nunber.
If a position is abolished, destroy the evaluation for that
position. Keep only evaluation reports for existing positions.
(Evaluations in the folder for the present fiscal year will not be
destroyed if a position is abolished. They are included in the

Fi scal Year Report and are then destroyed.)

(4) If a positionis to be audited again, the first evaluation
report will be reviewed. |If findings on the new audit are the sane
as the first, keep the old evaluation and background materials with
the new audit.

§2048. 304 - 2048.350 [Reserved]
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